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DEALER, WHOLESALER, REBUILDER, 

RECONDITIONER REGULATORY LICENSE 

REGISTRATION INSTRUCTIONS 

 
BEFORE YOU BEGIN 

 

MAKE SURE THAT YOU HAVE THE FOLLOWING INFORMATION IN 

FRONT OF YOU BEFORE YOU ATTEMPT TO REGISTER OR RENEW 

YOUR REGULATORY LICENSE: 

 
1.  ACCESS TO A COMPUTER WITH INTERNET ACCESS AND A VALID E-

MAIL ADDRESS. (SEE PAGE 2.) 

 

2.  YOUR ORGANIZATION TYPE (SOLE PROPRIETORSHIP, PARTNERSHIP, 

LIMITED LIABILITY PARTNERSHIP, LIMITED LIABILITY CORPORATION 

OR CORPORATION.  

 

3.  YOUR LEGAL BUSINESS NAME, PHYSICAL LOCATION(S), MAILING 

ADDRESS(ES) AND TELEPHONE NUMBER(S). 

 

4.  YOUR (FEIN) FEDERAL EMPLOYEE IDENTIFICATION NUMBER OR 

(SSN) SOCIAL SECURITY NUMBER. (NOTE) ONLY ENTER SSN IF THERE IS 

NO FEIN FOR THE BUSINESS. 

 

5.  YOUR SALES TAX NUMBER (NEW AND USED CAR DEALERS ONLY). 

 

6.  THE NAME(S), SOCIAL SECURITY NUMBER(S), ADDRESS(ES), 

TELEPHONE NUMBER(S) FOR ALL 

OWNER(S)/PARTNERS/MEMBERS/CORPORATE OFFICERS/DIRECTORS.  

 

7.  A COPY OF THE DRIVER LICENSE OR NON DRIVER IDENTIFICATION 

CARD FOR ALL OWNERS/PARTNERS/MEMBERS/CORPORATE 

OFFICERS/DIRECTORS.  

 

8.  CURRENT REGULATORY LICENSE NUMBER (RENEWALS ONLY). 

 

9. NUMBER OF NEW AND USED VEHICLES RETAILED AND WHOLESALED 

DURING THE PAST YEAR (RENEWALS ONLY) 

 

10.  A VALID CREDIT CARD. 
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(STEP 1)  Computer system checks 

 

 Make sure you have the latest version of Adobe Reader.  It is a free 

download.  There is a link at https://dealerlicense.mvtrip.alabama.gov 
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 (STEP 2) Initial registration 
 

 

 Beginning with the 2012-2013 license year, all new and used motor vehicles dealers, wholesalers, 

reconditioners, and rebuilder’s regulatory license applications must be submitted electronically 

using the Department’s new licensing program located at 

https://dealerlicense.mvtrip.alabama.gov.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 In order to access the new licensing system, applicants will need to first register for a MVTRIP 

account.   

 

 

 

 

 

https://dealerlicense.mvtrip.alabama.gov/
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(STEP 3) MVTRIP Registration 

 

 
 
 

 

 Enter registration information. (8 simple steps). 

 

 User Information - Enter Registrant’s Name, and E-Mail address - (Remember you must 

have a valid E-Mail address). 

 

 Log In Information – (Follow the Password Requirements) 

 

 Verification – (Enter the CAPTCHA information) If you cannot read the Captcha 

verification you can click on the turning arrows and it will bring up another set of words. 

 

 Click the Submit Key 

 

 A “Registration Successful Screen” will appear if your registration was successful. 

 

 

 

 

 
 

1. 2. 3. 

4. 

5. 

7. 

6. 

8. 
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(STEP 4) Log-In 

 
 

 Using your browser enter:  https://dealerlicense.mvtrip.alabama.gov 

 

 

 

 

 

 
 

 

 Select Login,  the above CapsLock Login screen will appear. 

 

 Enter your user name and password. 

 

https://dealerlicense.mvtrip.alabama.gov/
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 “Click” the Login button.   

 

(STEP 5)  Select New Application or Renewal Application 
 

  

 
 

 

 Start New Application/Renewal. 

 

 The system will prompt you for Application Information. 

 

 

 

 
 

If you select “NO”, you 

will begin a “New Application” 

If you select “YES”, you 

will begin a “Renewal  

Application”. 
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 Select the appropriate box:  New Motor Vehicle Dealer, Used Motor Vehicle Dealer, etc. 

 

 Click “SAVE”. 

 

 The yellow circle should change to a green check mark.  If it remains yellow, you must click 

on “Edit” and reenter your information.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You must select 

License Year. 

New Application 
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(STEP 6)  Applicant Information 

 
 

 

 
 

 

 

(Note)  You must have a valid Sales Tax Number before you are allowed to apply as a new  

 or used motor vehicle dealer. 

 

 Enter your Business Information. 

 

 Contact Information – You must enter a valid E-Mail address. (This E-Mail address will be 

used to send license status updates and the actual license to be printed by the applicant.) 

 

 Blanket/Motor Vehicle Liability Insurance Policy Information, (if known). 

 

 Bond Information.  If this is a “New Application”, select “New Bond”.  If this is a “Renewal 

Application”, select “Continuation” unless you are changing your bonding company. 

 

 “Click” Save. 

 

 The yellow circle should change to a green check mark.  If it remains yellow, you must click 

on “Edit” and reenter your information.  

 

*If Org. Type is “Sole Proprietorship”, 

the owner’s name must be  entered as  
the “ Legal Name”.  The name of the   

company/business will be entered as the 

 “DBA”. 

* 
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    (STEP 7) Representatives 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 Enter information for all of the owners, partners, corporate officers, members and 

directors. 

 

 Click on “ +Add New Representative” in order to add more than one name. 

 

 Click “Confirm” after each entry. 

 

 Click the “SAVE” button once you are finished entering all names. 
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(STEP 8) Locations 
 

 

 

 
 

 

 Enter ALL permanent locations. 

 

 To add a new location click on the “Add New Location” button. 

 

 Click “Confirm” after each entry. 

 

 When you have entered all of your information, click the “SAVE” button. 

 

 If you are a new or used motor vehicle dealer, you are required to provide a photo of all 

locations with your initial online application receipt. 

 

 

 

Once all  information has been entered, make sure that you save all (4) four categories.  The “SAVE” 

buttons should turn to “EDIT”    and the  yellow circle should turn into a green check 

mark. 
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(STEP 9) Payment 

 
 

 
 

 

 

CREDIT CARD ONLY 

 

 

 

(STEP 10) Agreement and Signature 
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(STEP 11)  Confirm  

 

 

 
 

 

 

 

 Once you submit and sign your application, you will need to preview your 

application. 

 

 If all of the information is correct then click on the “Confirm” button. 
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(STEP 12)  Printing and Mailing Required Documentation 

 

 

 

 
 

 

 
 Make sure you double check your information before your print. 

 

 Click on the “click here to print documents”. 

 

 Once you enter your electronic signature and click “Submit” your application will be 

transmitted electronically. You will need to print your required documents, have them 

signed, and forwarded them to the Alabama Department of Revenue for approval. 

 

 The Motor Vehicle Division, Dealer’s License Unit, will review your application and 

supporting documentation.  

 

 If all requirements are met - You will receive an E-Mail from the department directing you 

to a link in order to print your Regulatory License. 

 

 If all requirements are not met – You will receive an E-Mail explaining what you need to 

correct the application and/or supporting documents. 
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(STEP 13)  Reprint Documents 

 

 

 
 

 

 Go to my application. 

 

 Find the printer icon under DOCS and click on it. 

 

 Print your documents. 

 

 

 
(Required documents) 
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You must send in bond 

originals else your package 

will be rejected.   

*You can check the status of your application by logging into your dealer license account 

  and selecting “My Application”.  
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 All signatures must be 

original.  Copies or faxes 

will not be accepted 

be allowed. 

Bond 
Number 

Required 

The system will pre-populate the Legal Name 
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Bond 

Number 

Required 

All signatures must be 

original.  Copies or faxes 

will not be accepted 

be allowed. 
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(NOTE) - Copies of the Insurance Certification Form (MVD-1) will be acceptable.  

 

The system will pre-populate this information. 
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From: "noreply@dealerlicense.mvtrip.alabama.gov" <noreply@dealerlicense.mvtrip.alabama.gov> 

To: simsmotors12@yahoo.com  

Sent: Wednesday, October 17, 2012 2:29 PM 
Subject: Dealer License Application Approved 
 

 

Your application has been approved by the Alabama Department of Revenue. Please use the 

links below to view/print copies of your license certificate and your original application 

documents.  

 

License Certificate: 
https://dealerlicense.mvtrip.alabama.gov/Dealer/Document?pdfName=license&applicationId=36

25 

Original Application Documents: 

https://dealerlicense.mvtrip.alabama.gov/Dealer/Document?pdfName=transmittal&applicationId

=3625 

 

Your input is very important to us, so please take a moment to complete the following 

survey: http://revenue.alabama.gov/survey/.  
 

 

 

 

Click on the highlighted links to download your documents/license. 

 

 

 

 

 

 

 

 

 

 

 

APPROVED APPLICATIONS 

https://dealerlicense.mvtrip.alabama.gov/Dealer/Document?pdfName=license&applicationId=3625
https://dealerlicense.mvtrip.alabama.gov/Dealer/Document?pdfName=license&applicationId=3625
https://dealerlicense.mvtrip.alabama.gov/Dealer/Document?pdfName=transmittal&applicationId=3625
https://dealerlicense.mvtrip.alabama.gov/Dealer/Document?pdfName=transmittal&applicationId=3625
http://revenue.alabama.gov/survey/
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 (NOTE) Your selected category will appear at the top of your regulatory license certificate. 

 

 
 
  

Additional Business locations 

will print here. 
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Initial Notification 

 

 
 

 
 If your application is rejected, for any reason, you will be notified by E-Mail via the Dealer License Web-

site. 

(See below example) 

 

 It is very important that you provide a correct E-Mail address. 

 
 

 

E-Mail Notification 

 

 
 

 

Once you have been notified go to Step 1 page 24 for instructions. 

 

 

 

 

 

 

 

 

REJECTED APPLICATIONS 
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Written Notification (Rejection Letter) 

 

 

 
 
 
 
 
 
 

Jon Doe DBA Jon’s Auto 

123 Any Town St. 

Anywhere, AL 36093 
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Step 1 

 

Using your User ID and Password, login to the Dealer License (CAPS LOCK) portal.  You will select   

then the “Edit” icon in order to update/correct your application: 

 

 

 

 

 

 

 

 

 

 

 REJECT APPLICATION PROCESS 
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Step 2 

You will select the field/item you wish to update.  Once you have entered the information you will click on “SAVE”. 

 

Step 3 

You will select the field/item you wish to update.  Once you have entered the information you will click on “SAVE”. 
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Step 4 

 

 

 

Step 5 

 

You will select the field/item you wish to update.  Once you have entered the information you will click on “SAVE”. 

 

 

 Step 6 

Once the corrected information has been entered, make sure that you save all (4) four categories.  The “SAVE” 

buttons should say “EDIT”    and the  yellow circle should turn into a 

green check mark. 

 

 

 

You will select the field/item you wish to update.  Once you have entered the information you will click on “SAVE”. 
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EXAMPLE 
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Step 7 

REPRINT 

Go back to the initial “My Applications”    screen and select “My Applications”. 

Click on the printer icon  under the DOCS header 

Once the Reprint screen appears, click on the “Click here to reprint documents   

 

 

 

 

 

1. 

2. 

3. 
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Step 8 

 

Print your paperwork and return it to the Dealer License Unit address at: 

 

 

 

 

 

 

ONE FINAL REMINDER:  IF YOU DO NOT RECEIVE 

AN EMAIL, ALWAYS CHECK YOUR SPAM OR JUNK 

EMAIL FOLDER.  YOUR BROWSER MAY HAVE 

DELIVERED THE EMAILTHERE. 

 

 


